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Animal Health Laboratory
Checklist for requests for AHL contract work

Fillable form available on our website at http://www.guelphlabservices/AHL/Checklist_Contract_Work.aspx
Thank you for your enquiry about lab testing from the AHL.  Before we can provide you with a written quotation, we need information about test type, number of samples, turnaround time, etc.  

Please fill in as much of the information as possible.  In cases where we have provided you with several options in bold, please underline or highlight the option that applies to you.  By completing this checklist you will help us to produce a written Service Quotation quickly. 
Please note:  The AHL does not test human samples, nor do we provide GLP testing other than by special request.

Service Quotation #:



Date: 
Project name/description: 


Species: 
AHL Client #:  


Full contact name: 

Organization:

Address: 






Postal Code:



Phone #:


Fax:



Email address:
If this is a contract through your personal consulting company, we recommend that we jointly sign our Mutual Confidentiality & Non-Disclosure Agreement.
http://www.guelphlabservices.com/AHL/SubmitSpecimens.aspx 
A Mutual Confidentiality & Non-Disclosure Agreement will / will not be submitted for this quotation.

AHL V#:
Vet/Student/Assistant/Collaborator name: 


Phone #:


Fax:



Email address: 

AHL lab section Supervisor(s): 
PROJECT REQUIREMENTS

This project does / does not require an exchange of intellectual property or confidential information.

If it does, please explain here: 

This project does / does not require GLP documentation.

This project does / does not require record retention.  Explanation:

This project does / does not require methodology records.

This project does / does not require quality control records.

Interpretive or consultative services are / are not required.  

SAMPLING INFORMATION

Planned start date: 





Planned end date: 
Total number of samples expected to be submitted is:
Number of samples per submission will be:
Tests to be run individually / in batches / in routine testing runs.  (Stat charges apply if rush.)

Samples must be in order in racks as per the accompanying paperwork.
Samples will be submitted daily / weekly / monthly. 

If samples are run daily, they will be run on Mon. Tues. Wed.  Thurs.  Fri.
Samples will arrive fresh / frozen / formalin-fixed / live.
Samples will / will not arrive out-of-hours.

Testing will / will not be done outside of usual working hours (an out-of-hours surcharge will apply).  

Clinical Pathology samples are disposed of 2 weeks after date of analysis.  Please make arrangements with the clinical pathology supervisor to collect your samples if you would like them returned. 

Storage of samples is / is not required. 

Long-term storage of samples is / is not required.

Stored samples will be kept for: 

Disposal of submitted samples/carcasses is / is not required.

Euthanasia of live animals will / will not be required. 
For multiple submissions, we create pre-printed submission forms.  For large volumes of samples – please email specroom@uoguelph.ca with a one column Excel spreadsheet list of the sample identification numbers prior to submission of samples.  Note: A charge of $11.00 per unit of 15 minutes (code xaccahl) will be applied to all cases where samples are not pre-sorted to match the requisition and in any case of more than 20 samples where no Excel spreadsheet with animal IDs is submitted.

Please be advised that we offer our clients the ability to enter cases remotely.   This enables the client to know each case number as the cases are created, in turn ensuring sample ID and test request accuracy.  Contact – AHL Client Services Technician at ext 54320 or email ahlinfo@uoguelph.ca for more details.

TESTING INFORMATION

Please note:  If AHL needs to subcontract work to an external laboratory, their fees are passed on to clients along with shipping and handling charges, at the current exchange rate – external lab fees are subject to change without notice.

We must change reagents or methods from time to time, but we do overlap studies to ensure uniformity of results. 

Exactly the same method on all samples over the course of your study is / is not required (it may be expensive and/or impossible).
Test /Procedure required:
Sample type:


AHL LIMS code: 

Price: 

Test /Procedure required:

Sample type:


AHL LIMS code: 

Price: 

Test /Procedure required:
Sample type:


AHL LIMS code: 

Price: 

Test /Procedure required:
Sample type:


AHL LIMS code: 

Price: 

The required turnaround time is: 
REPORTING INFORMATION

The preferred method of transmission of results is by email / fax / mail.  

The results need to be / do not need to be forwarded to a party other than the submitter by email / fax / mail.

The other party receiving results is:   

Additional documentation/record-keeping is / is not necessary (including written reports).

Result reports are provided in a PDF file format.  

An Excel spreadsheet result file is / is not required.

BILLING INFORMATION

You (the client) will pay for testing using VISA / MasterCard / Electronic bank transfer / Cheque / UofG grant coding.

Give credit card information directly to Karen Nakatsu, Finance Supervisor, Lab Services Division at 519 824-4120 ext 57207.

Monthly Journal entries are created using UofG grant number. 

The full UofG grant coding number is _ _ _     _ _ _ _ _ _ _     _ _ _ _ _ _      _ _ _ _ _ _      64251
The UGL # is:
We invoice daily on a per-submission basis for the duration of the project unless otherwise requested.  

A monthly statement of testing will be sent to you.  AHL fees are adjusted annually on May 1st. 

Using the information provided above, we will create and send you a Service Quotation.  That Service Quotation (not this checklist) must be accepted, signed, and returned prior to your first submission.

A verbal or email approval will also suffice with the AHL Lab Section Supervisor.  Note:  In order to receive the agreed price – you must record the quotation number on each submission. 

-----------------------------------------------

AHL Office Use Only:

An AHL LIMS Quotation Template will / will not be required (for more than one submission).

Additional information will / will not be required on the AHL LIMS Quotation Template.

A customized submission form will / will not be required (for more than one submission)

Additional information will / will not be required on the customized submission form.

Please ensure that the AHL Supervisor has included the fully filled out AHL – Contract Checklist – Internal form (located on LSD Omni-Assistant) with each quotation request along with this form.
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